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Chapter 4 

TRAVEL and LEAVE 
BENEFITS 

All employees earn leave and travel benefits in accordance with their 
status in the Foreign Service. Family members also qualify for certain 
benefits. 



ANNUAL LEAVE (3 FAM 3410 AND 3 FAH-1 H-3510 
Paid Leave - Annual leave) 

Employees accrue annual leave on the following basis: 



Leave Earned 

Years of Service 

1-3 
3-15 
15 + 



Per Pay Period 

4 hours 
6 hours 
8 hours 



Per Year 

1 3 days 
20 days 
26 days 



The years of service are based on the employee's service computation 
date, which generally includes all federal government service. 
Employees are paid for accrued annual leave upon separation 
or retirement. 

Leave Ceilings 

The maximum amount of annual leave that may be accrued 
and carried over from one leave year to another is 240 hours 
(30 days) if serving on a domestic assignment and 360 hours (45 
days) if serving overseas. (The ceiling for SES and SFS members is 
720 hours — 90 days.) 

Employees who transfer to a domestic assignment 
from an overseas assignment and have an an- 
nual leave balance of between 240-360 hours 
may carry a personal ceiling with them on the 
domestic assignment. For example, when an 

employee transfers back to the U.S. from an assignment abroad with 
340 hours, 340 hours will become the employee's personal ceiling for 
that leave year. If the number of hours of annual leave drops to 270 at 
the end of the leave year, the employee will have a new personal ceiling 
of 270 hours for the next leave year. If the employee's annual leave 
balance drops to 1 80 at the end of that leave year, he or she will then 
have the regular 240-hour leave ceiling while serving domestically. 
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NOTE: The leave year generally corresponds with 
the calendar year, and accrued annual leave over the 
maximum must be used by the end of the leave year 
to avoid forfeiture. 

Restoring Forfeited Annual Leave 

Employees with leave balances above the leave 
ceiling at the end of the leave year may qualify for 
restoration of annual leave forfeited because of 
administrative error, illness, exigencies of public 
business, or national emergency work. To qualify for 
restoration of forfeited leave, employees must be able 
to show that they scheduled leave which later was 
cancelled or attempted to schedule leave, a request 
which was denied. An employee whose request to 
schedule leave was denied must try again to sched- 
ule it. To qualify for restoration of leave that was 
forfeited because of the exigencies of public business 
(the most common reason), an employee must submit 
written requests for annual leave before the end of 
pay period 23 (usually the end of November). When 
denying leave, the supervisor or manager must docu- 
ment in writing the reason for its denial. 

In the Department of State, Executive Directors of 
regional and functional bureaus have the delegated 
authority to approve restoration of annual leave. 
Restored leave is placed in a separate annual leave 
account and generally must be used within two years 
after restoration. 

A Department Notice and cable are issued annually 
describing the leave restoration requirements, the 
process for requesting restoration of forfeited leave, 
and other leave restoration issues. 

Voluntary Leave Transfer Program (VLTP) (3 FAM 
3340) 

Under the Voluntary Leave Transfer Program (VLTP), 
employees who face a personal or family medical 
emergency, have exhausted all of their available an- 
nual and applicable sick leave, and will be in a non- 
pay status for a minimum of 24 hours because of the 
medical emergency may apply for the voluntary leave 
transfer program. Domestically, applications are ap- 
proved by the bureau's executive office. Overseas, 
applications are approved by the post's Management 
Officer (for Department of State personnel). Family 
members working under Family Member Appoint- 
ments (FMAs) also are eligible to participate. 



Employees may donate annual leave to individually- 
specified employees approved for participation in 
the VLTP (The Department of State does not have a 
leave bank program.) Employees may donate leave 
to employees working in other federal agencies, but 
contributions to locally-employed staff or FSNs are 
not possible because of pay system incompatibilities. 

A Department Notice and cable are issued annually 
describing provisions of the Voluntary Leave Transfer 
Prog ra m . 

SICK LEAVE (3 FAM 3420 and 3 FAH-1 
H-3420 Sick Leave) 

Employees accrue sick leave at the rate of four hours 
per pay period, or 1 3 days per year, and there is no 
maximum limit on accumulation. 

Use of Sick Leave 

Sick leave may be used under the following conditions: 

1 ) when incapacitated for performance of duty, 
because of sickness, injury, or pregnancy 
and confinement; or exposure to contagious 
disease; 

2) for medical, dental, or optical examination or 
treatment; 

3) for general family care (to care for an im- 
mediate family member for illness, injury, or 
medical treatment); 

4) for adoption-related activities; 

5) for bereavement purposes; or 

6) to care for a family member with a serious 
health condition. 

General Family Care or Bereavement Purposes 

A covered full-time employee may use up to 1 04 
hours (13 workdays) in a leave year for general fam- 
ily care — caring for a family member with a physical 
illness or injury or a mental illness, or accompanying 
him or her to medical appointments — or for bereave- 
ment purposes. 

Sick Leave to Care for a Family Member 

A full-time Federal employee may use a total of up to 
1 2 administrative work weeks of accrued sick leave 
each leave year to care for a family member with a 
serious health condition. If an employee previously 
has used any portion of the 1 3 days of sick leave 
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for general family care or bereavement purposes in 
a leave year, that amount must be subtracted from 
the 1 2-week entitlement. If an employee has already 
used 1 2 weeks of sick leave to care for a family 
member with a serious health condition, he or she 
cannot use an additional 1 3 days in the same leave 
year for general family care purposes. 

Family member means an individual with any of the 
following relationships to the employee: 

• Spouse and parents of the spouse; 

• Sons and daughters, including adopted chil- 
dren and stepchildren, and their spouses; 

• Parents and their spouses; 

• Brothers and sisters and their spouses; 

• Grandparents and grandchildren and their 
spouses; 

• Domestic partner and parents of the domestic 
partner, including domestic partners of any 
individual in paragraphs (2) through (5) of 
this definition; and 

• Any individual related by blood or affinity 
whose close association with the employee is 
the equivalent of a family relationship. 

Serious Health Condition 

The term "serious health condi- 
tion" has the same meaning as 
used in the Office of Personnel 
Management's regulations for 
administering the Family 
and Medical Leave Act 
of 1993 (FMLA). That 
definition includes 
such conditions as 
AIDS, cancer, heart 
attacks, strokes, severe 
injuries, Alzheimer's 
disease, pregnancy, and childbirth. The term "serious 
health condition" is not intended to cover short-term 
conditions for which treatment and recovery are very 
brief. The common cold, the flu, earaches, upset 
stomach, headaches (other than migraines), routine 
dental or orthodontia problems, etc., are not serious 
health conditions unless complications arise. 

Sick Leave for Adoption 

Employees are permitted to use sick leave for purpos- 
es related to the adoption of a child (there is no limit 
on usage). Employees may use sick leave for appoint- 




ments with adoption agencies, social workers, and 
attorneys; court proceedings; required travel; and 
any other activities necessary to allow the adoption to 
proceed. However, sick leave may not be used for the 
purpose of bonding with a newly adopted child. 

Disposition of Sick Leave 

Employees who entered government service prior 
to January 1 , 1 984, and are covered under what is 
sometimes called the "old" retirement system (FSRDS 
- Foreign Service Retirement and Disability System 
or CSRS - Civil Service Retirement System) may use 
accrued sick leave to gain additional service credit 
for retirement purposes at the rate of 1 76 hours of 
sick leave for each additional month of service credit 
(2,080 hours for one year). 

An amendment in the National Defense Authoriza- 
tion Act (NDAA) for FY 201 0 provides service credit 
for a portion of the unused sick leave (for which the 
employee has not received payment) of employees 
covered by the Foreign Service Pension System (FSPS) 
or by the new Civil Service pension system, (FERS). 
Previously, employees in the new retirement systems 
lost any accumulated sick leave at retirement. The 
unused sick leave is not counted in determining aver- 
age pay or annuity eligibility. The new law provides 
that, at retirement, the employee will receive: 

• 50 percent of unused sick leave in the case 
of an entitlement to an immediate annuity, 
and based on a separation from service from 
October 28, 2009, through December 31 , 
2013, and 

• 1 00 percent of unused sick leave in the case 
of an entitlement to an immediate annuity oc- 
curring after December 31 , 201 3. 

n the case of any employee who is excepted from 
coverage under the leave provisions in 5 U.S.C. 
chapter 63 by section 6301 (2) (x) through (xiii) (i.e., 
chiefs of mission and certain political appointees), 
the employee's days of unused sick leave include 
any days of sick leave standing to the employee's 
credit when he or she was excepted from Title 5 leave 
coverage. 

Family and Medical Leave Act (FMLA) (3 FAM 
3530) 

The Family and Medical Leave Act of 1 993 provides 
federal employees who have 12 months of govern- 
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ment service with the entitlement to 1 2 work weeks 
of unpaid leave during any 1 2-month period for the 
following purposes: 

• the birth of a son or daughter of the employ- 
ee and the care of that child; 

• the placement of a child with the employee 
for adoption or foster care; 

• the care of a child, spouse, or parent of the 
employee who has a serious health condition; 

• a serious health condition of the employee 
that makes the employee unable to perform 
any one or more of the essential functions of 
the job; or 

• qualifying exigency leave arising because the 
spouse, son, daughter, or parent of the em- 
ployee is on covered active duty in the Armed 
Forces or has been notified of an impending 
call or order to covered active duty. 

An employee also is entitled to 26 weeks of unpaid 
leave under the FMLA in a single 1 2-month period to 
provide care for a covered servicemember who has 
a serious injury or illness incurred by the member in 
the line of duty on active duty in the Armed Forces - 
or has a condition that existed before the beginning 
of the member's active duty that was aggravated by 
service in the line of duty on active duty in the Armed 
Forces - that may render the member medically unfit 
to perform his or her duties. 

An employee may elect to substitute other paid time 
off, as appropriate, for any period of unpaid leave 
under the FMLA. When medically necessary, leave 
may be taken intermittently or the employee may 
work a part-time work schedule. 

When not medically necessary, an intermittent or 
part-time work schedule requires agreement of both 
the supervisor and the employee. 

Other Absences in Pay Status 

Military Leave (3 FAM 3440) 
Court Leave (3 FAM 3450) 

Absence for Maternity or Paternity Purposes (3 FAM 
3350) (Also see STATE 085679, Comprehensive 
Guide on Pregnancy and Related Issues) 

Local Holidays (3 FAH-1 H-3462 in 3 FAH-1 H-3460 
Paid Leave - Other Paid Leave) 



Leave to Serve as a Bone Marrow or Organ Donor (3 
FAM 3464.6 in 3 FAM 3460 Paid Leave - Other 
Paid Leave) 

Excused Absences (Administrative Leave) (3 FAM 
3464 in 3 FAM 3460 Paid Leave - Other Paid 
Leave) 

Blood Donations (3 FAM 3464.1 (5) in 3 FAM 3460 

Paid Leave - Other Paid Leave) 
Absences of Less than One Hour (3 FAH-1 H-3461 .3 

in 3 FAH-1 H-3460 Paid Leave - Other Paid 

Leave) 

Voting (3 FAH-1 H-3463 in 3 FAH-1 H-3460 Paid 

Leave - Other Paid Leave) 
Time Zone Dislocation (3 FAH-1 3464 in 3 FAH-1 

H-3460 Paid Leave - Other Paid Leave) 
Transit Time (3 FAM 3463 in 3 FAM 3460 Paid Leave 

- Other Paid Leave) 
Packing and Unpacking (see 3 FAH-1 3465 in 3 

FAH-1 H-3460 Paid Leave - Other Paid Leave) 

Advances of Leave 

Annual Leave (see 3 FAM 3416 in 3 FAM 3410) 
Sick Leave (see 3 FAM 3428 in 3 FAM 3420 Paid 
Leave - Sick Leave) 

Unpaid Leave 

Leave Without Pay (LWOP) (3 FAM 351 0 and 3 FAM 
351 0 Unpaid Leave - Leave without Pay) (Also 
see OPM's Effect of Extended LWOP on Federal 
Benefits and Programs) 

Absent Without Official Leave (AWOL) (3 FAM 3520) 

HOME LEAVE (HL) (3 FAM 3430 and 
3 FAH-1 H-3430 Paid Leave - Home 
Leave) 

The purpose of home leave is to ensure that all em- 
ployees sent overseas for extended periods to repre- 
sent the United States undergo periodic reorientation 
and re-exposure to the United States. All employees 
must take home leave, as it is a statutory require- 
ment. Foreign Service employees who are assigned 
abroad earn home leave at the rate of 1 5 days for 
each year of overseas service. There is no maximum 
limitation on the accrual of home leave. Employees 
are not paid for unused home leave upon separa- 
tion or retirement. Home leave can be used only in 
the United States, in the U.S. Commonwealths, or in 
the territories and possessions of the United States. 
Home leave should be taken in one continuous pe- 
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riod, although, with approval in advance from CDA, 
it may be interrupted for training, consultation, or for 
other purposes. Any trips made outside of the United 
States before, after, or during the home leave must 
be charged to annual leave, leave without pay, or 
compensatory time off. 

Home leave is normally taken at the end of the tour, 
and most tours are 24 to 36 months, depending 
upon the post differential rate. Except for posts expe- 
riencing extraordinary circumstances as determined 
by the Director General of the Foreign Service, a min- 
imum period of 1 8 months of continuous overseas 
service is required to qualify for home leave. Time 
spent in the United States on annual leave, emergen- 
cy visitation travel, rest and recuperation (except R&R 
from posts experiencing extraordinary circumstances), 
and/or any time in a non-pay status will delay the 
18-month minimum period of eligibility. 

Eligible family members residing at post (or students 
on education allowances or educational travel who 
reside at post when possible during holidays and 
school breaks) qualify for home leave based on the 
eligibility of the employee. Children must be under 
21 or, regardless of their age, be unmarried and 
incapable of self support in accordance with the 
definition of EFMs in 1 4 FAM 51 1 .3. Normally, the 
employee and family members travel together on 
home leave. 



The amount of home leave that can be authorized 
varies depending upon the employee's next assign- 
ment. If the employee's next assignment is overseas, 
the amount of home leave that can be authorized 
varies between 20 days (minimum) to 45 days (maxi- 
mum), with 20 days as the normal, established stan- 
dard. Employees returning to the U.S. for a domestic 
assignment are not required to take home leave but 
may take a maximum of 25 days. 

Under specified circumstances, the leave may be 
deferred for up to six months. Requests for exceptions 
on the prescribed time limits are considered on a 
case-by-case basis. All home leave that is approved 
is taken in working days, not on an hourly basis. 

The only expense paid by the U.S. Government in 
connection with home leave is the round-trip airfare 
(and per diem while in travel status) for the employee 
and family members from post to the home leave 
address of record that is officially documented on 
the OF-1 26 form, Foreign Service Residence and 
Dependency Report. Expenses for food, lodging, 
and other expenses connected with home leave are 
the responsibility of the employee. Since home leave 
is a statutory requirement, all of the unreimbursed 
expenses for the employee (but not for EFMs) are tax 
deductible. Receipts should be retained, and em- 
ployees may wish to consult with a tax advisor before 
filing tax returns. 



At least 1 0 days of home leave is mandatory follow- 
ing 1 2 months of service at posts experiencing ex- 
traordinary circumstances as identified by the Director 
General. Employees extending their tour of duty to 
24 months at such posts must take a minimum of 1 0 
days of home leave after 1 2 months and an addi- 
tional minimum of 1 0 days at the end of the assign- 
ment or they must take a minimum of 20 days at the 
end of the tour. (Foreign Service officers returning to 
a domestic assignment who are ineligible for home 
leave because they will not return to service abroad 
due to mandatory retirement but who meet all other 
home leave eligibility criteria must take 10 days of 
transition leave at the end of 1 2 months of service at 
a post experiencing extraordinary circumstances. See 
3 FAM 3464.3 in 3 FAM 3460 Paid Leave - Other 
Paid Leave.) 



Home leave is not authorized for Department of 
State Civil Service employees serving under Limited 
Non-career Appointments (LNAs) or other temporary 
Foreign Service appointments when they return to a 
domestic position upon completion of the assign- 
ment. See 3 FAM 3464.3 in 3 FAM 3460 Paid Leave 

- Other Paid Leave for policies on transition leave for 
Civil Service employees and certain Foreign Service 
employees returning from overseas service. 

REST AND RECUPERATION TRAVEL (R&R) 
(3 FAM 3720 and 3 FAH-1 H-3720 Travel 

- Rest and Recuperation Travel) 

The purpose of R&R is to give employees relief from 
onerous conditions at the post of assignment. Ap- 
proximately 70 percent of all posts worldwide are 
certified for R&R, with the majority of the non-certified 
posts in Western Europe. If a post is R&R certified, 
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employees are eligible to take one R&R trip during a 
two-year tour and two trips during a three-year tour 
that is unbroken by home leave. R&R travel must 
begin and end at post, and the time away from post 
is charged to annual leave. See 3 FAH-1 , 3722, Ex- 
hibits 1 -5 for a list of posts certified for R&R and their 
designated relief areas. 

Employees have the choice of traveling to: 

• the designated overseas relief point; 

• another overseas location, provided that the 
purpose and objectives of R&R travel are met, 
and cost constructing against the travel costs 
to the designated relief point; or 

• any city in the United States or its Common- 
wealths, territories, or possessions, including 
American Samoa, Puerto Rico, Guam, the 
Northern Mariana Islands, and the U.S. Virgin 
Islands. 

Employees or family members who travel both to a 
point abroad and to the U.S. on their R&R trip must 
cost-construct against the official relief point abroad, 
not against a destination in the U.S. 

Normally, R&R is not taken during the first or the last 
six months of the tour. Employees who fail to com- 
plete their full tour of duty will be required to repay 
all R&R travel expenses incurred, including those of 
their eligible family members, except in circumstances 
described in 3 FAM 3722. The eligibility of family 
members for R&R stems from that of the employee, 
and once the employee is eligible, that eligibility is 
usually automatically extended to family members 
residing at post. Employees and family members may 
travel at separate times and to separate locations. 
The family may take R&R even if the employee is not 
able to travel. Travel eligibility for children ceases at 
age 21 , except for unmarried children of any age 
who are incapable of self-support (see the definitions 
of eligible family members in 1 4 FAM 51 1.3). 

EMERGENCY VISITATION TRAVEL (EVT) 
(3 FAM 3740; 3 FAH-1 H-3740) 

Emergency Visitation Travel (EVT) allows an overseas 
employee, spouse or domestic partner (as defined in 
3 FAM 1 61 0) to travel to the location of an ill, injured 
or deceased family member for certain family emer- 
gencies. Only one individual is eligible to travel on 



EVT at a time; that is the person directly related to the 
ill, injured or deceased person (for exceptions, see 3 
FAM 3744 GENERAL PROVISIONS, paragraphs d. 
and e.). 

There are five categories of EVT: 

• Medical EVT is authorized when a family 
member is facing imminent death (i.e., death 
within days). 

• Eldercare EVT is authorized to care for a 
parent who has become incapacitated and 
requires medical treatment or assessment of 
his or her living situation and/or care. 

• Death EVT is approved for travel to the 
funeral of a family member, which in this EVT 
category includes siblings. 

• Unusual Personal Hardship EVT is requested 
in situations of extreme and unusual emer- 
gency involving a family member. 

• Unaccompanied Post EVT is authorized in 
cases where an employee at an unaccom- 
panied post is critically ill or injured and the 
Foreign Service Medical Provider (FSMP) de- 
termines that family member(s) and/or agent 
should be called to his or her bedside. 

For purposes of Medical, Eldercare and Unusual 
Personal Hardship EVT, eligible family members are 
defined as: the spouse or domestic partner of the em- 
ployee; the parents, including stepparents or adop- 
tive parents; and the children, including stepchildren, 
adopted children, and those who are or were under 
legal guardianship of the employee and the employ- 
ee's spouse or domestic partner. 

For purposes of Death EVT, travel to attend the funer- 
als of siblings, including stepbrothers and stepsisters 
of the employee, spouse or domestic partner, is 
authorized as well. 

For purposes of Unaccompanied Post EVT only, 
the term "family members" includes eligible fam- 
ily members as defined in 1 4 FAM 5 1 1 .3 and may 
include other immediate family (parents/guardians 
or siblings, including stepparents or stepsiblings, and 
nondependent children), regardless of whether such 
individuals are designated on the employee's assign- 
ment travel orders. 
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"Agent" ordinarily is an individual other than a family 
member who holds medical power-of-attorney for the 
employee. 

See 3 FAM 3745 DEFINITIONS, for more informa- 
tion. 

The Office of Medical Services, Foreign Programs 
(MED/FP) is responsible for determining eligibility 
for Medical EVT for all Foreign Affairs agencies. 
Only one trip is approved for each serious illness or 
injury of an immediate family member. The patient 
or representative must authorize release of medical 
information to MED/FP by the physician or hospital. 
MED/FP will then proceed to contact the physician 
or hospital in order to determine whether or not the 
request meets Medical EVT criteria (see 3 FAH-1 
Exhibit H-3742. 1 for procedures). 

Post HR authorizes Death EVT travel for an individual 
upon the death of his or her family member; MED 
approval is not part of this process (3 FAH-1 Exhibit 
H-3743.1 for procedures). 

Eldercare EVT entitles an employee, spouse or 
domestic partner to two trips each throughout the 
employee's career. Only the person directly related 
to the ill parent is eligible for Eldercare EVT travel. 
"Parent" may include the traveler's mother or father, 
step-parents, adoptive parents or individuals who 
have stood in place of a parent. Both eldercare trips 
may be used for one parent. Employees, spouses 
or domestic partners decide when to use the travel 
benefit, and for which parent. An employee may also 
designate a spouse to travel in his or her place (this 
would be counted as one of the employee's Eldercare 
EVT trips). Under no circumstances may an individual 
be deemed to have more than two parents for pur- 
poses of all EVT trips. 

The first time an individual visits a parent under Elder- 
care EVT, that parent is designated for future medical 
EVT purposes also; only one other parent may be 
designated for EVT, regardless of gender. For exam- 
ple, an employee who is approved for two elder-care 
EVT trips to attend to a biological mother and a step- 
mother cannot be approved for a medical EVT for a 
biological father at a later time. Employees request 
Eldercare EVT Authorization through post HR to the 
Office of Employee Relations (HR/ER) by submitting a 



cable that includes a self-certification with the details 
of the parent's health issue. See 3 FAH-1 H-3 744.1 
for procedures. 

The Office of Employee Relations (HR/ER) has the 
authority to approve Unusual Personal Hardship EVT 
in extreme and unusual situations involving a family 
member. See 3 FAH-1 H-3745.1 for procedures. 

If the traveler decides to commence travel prior to 
authorization, the employee must sign a Repayment 
Acknowledgement. Upon receipt, post HRcan initiate 
travel arrangements. If the employee decides to seek 
reimbursement for a self-purchased ticket, reimburse- 
ment will depend on whether Fly America and other 
travel regulations and restrictions have been ob- 
served. 

Employees assigned abroad who are away from post 
of assignment on TDY are eligible for EVT regard- 
less of TDY location. Employees, spouses or domes- 
tic partners who are on other official travel (R&R or 
home leave) or on personal leave are eligible for 
cost-constructed EVT (see 3 FAM 3749.1) as long 
as the traveler's EVT point of departure is not in the 
same country as the ill or deceased family member. 
Employees who are away from post of assignment 
should make every effort to consult with the EVT au- 
thorizing office and post management officer before 
initiating EVT travel. This consultation is essential in 
determining the most appropriate course for continu- 
ation of travel, and will minimize but may not exclude 
employee liability for fare change penalties, etc. 

Travel may be authorized outside the United States to 
the location of the seriously ill, injured, or deceased 
immediate family member or incapacitated parent. 
Such travel is on a cost-constructed basis, not to 
exceed the travel cost from post to the separation 
residence of record. 

Post HR coordinates directly with the corresponding 
offices of other foreign affairs agencies (USAID, Ag- 
riculture, Commerce and BBG); see 3 FAH-1 Exhibit 
H-3741 (2). 

All time away from post on EVT, with the exception 
of travel time to and from the place of emergency, is 
charged to annual or sick leave. 
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TRAVEL OF CHILDREN OF SEPARATED 
FAMILIES (3 FAM 3750 and 3 FAH-1 
H-3750 Travel - Travel of Children of 
Separated Families) 

This travel authority provides for the payment of one 
round trip per year to enable each child under age 
21 of a member of the Foreign Service stationed 
abroad to visit either of the child's separated parents. 
Travel cannot be authorized within the employee's 
first or the last 30 days of assignment or return from 
home leave. 

A child may travel to visit: (a) the member abroad if 
the child does not regularly reside with the member 
and the member is not receiving an educational al- 
lowance, educational travel, or voluntary separate 
maintenance allowance for the child; or (b) the other 
parent of the child if the other parent resides in a 
country other than the country to which the member 
is assigned, and the child regularly resides with the 
member and does not regularly attend school in the 
country in which the other parent resides. 

See 3 FAM 3753. 1 for a list of eligibility factors that 
apply to children. Stepchildren are eligible for this 
travel benefit. The benefit also can extend to children 
of tandem couples provided that the parents are sta- 
tioned overseas, and all other eligibility factors for the 
travel benefit are met. 

FAMILY VISITATION TRAVEL 

(3 FAM 3730) 

When a post has been designated by the Direc- 
tor General of the Foreign Service as an imminent 
danger area at which family members are not au- 
thorized to reside, employees who are serving at that 
post are authorized periodic travel to visit their family 
members at U.S. Government expense. Generally 
employees are authorized up to two round trips for 
each 12-month period of service abroad. For a frac- 
tional part of a year, one trip may be authorized for 
each full six-month period of service in an imminent 
danger area. Time away from post, including travel 
time, is charged to annual leave. 

Employees with family members located in the United 
States are authorized up to two roundtrips in each 
1 2-month period, with no travel during the first or last 



three months of the tour. Trips must be spaced three 
months apart. 

For employees with family members located abroad, 
more than two visits may be permitted during a 
12-month period provided the cost does not exceed 
the cost of two round trips to Washington, DC. Visits 
to family members outside the United States are not 
permitted during the first or last four weeks of the 
tour, and a four-week interval must separate the trips. 

When a post is designated for both family visitation 
travel and R&R travel, eligible employees have the 
option of taking two family visitation trips and no 
R&R, or they may elect to take one family visitation 
trip and one R&R. In exceptional circumstances in- 
volving unusual personal hardship, an individual may 
be authorized two family visitation trips and an R&R 
trip, if eligible. Requests for exceptions are approved 
by the Director General at the Department of State 
and counterparts in other foreign affairs agencies. 

RESOURCES 

Office of Employee Relations (HR/ER) 

Room H236, SA-1 

Columbia Plaza 

2401 E Street, NW 

Department of State 

Washington, DC 20522-0108 

Tel: (202) 261-8171 

Fax: (202) 261-8182 

Intranet: http://hrweb.hr.state.gov/er 

Federal Government Leave Policies, including 
Family Medical Leave Act 

OPM: Leave Administration ( http://www.opm.gov/ 
oca/leave/index.asp ) 

Foreign Affairs Manual (FAM) and 
Foreign Affairs Handbooks (FAH) 

Foreign Affairs Manual and Handbook (http:// 
arpsdir.a.state.gov/ ) 

Foreign Service Institute Transition Center 

(M/FSI/TC) 

George R Shultz National Foreign Affairs Training 
Center (SA-42) 

Washington, DC 20522-4202 
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Physical location: 4000 Arlington Blvd., Arlington, VA 
(do not send mail to this address) 
Internet: www. sta te . g o v/ m/f s i/tc 
Intranet: http://fsi.state.gov/fsi/tc 

Directions, maps, parking and other information 
http://www.state.gOv/m/fsi/tc/cl 6687.htm 

Transition Center Overseas Briefing Center 

(M/FSI/TC/OBC) 

Room E2126 

Tel: (703) 302-7277 

Fax: (703) 302-7452 

E-mail: FSIOBCInfoCenter(5)state.gov 

Related videos that can be checked out from OBC: 
Leave and Travel Regulations - 1 hour 1 8 min. 
(2002) 

Transportation - 2 hours 1 5 min. (2002) 

Transition Center Training Division 

(M/FSI/TC/T) 

Foreign Service Life Skills Training 

Tel: (703) 302-7268 

E-mail: FSITCTraining(5)state.gov 

Related Transition Center Training 

Regulations, Allowances and Finances in the Foreign 
Service Context (MQ 1 04) 
http://www.state.gOv/m/fsi/tc/c6950.htm 
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